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1. PURPOGSE AND SCOPE. This Program Statenent establishes the
procedures and tinme frames for closing projects financed under
the Buildings and Facilities (B&F) appropriation and for
transferring the costs of conpleted projects to the capitalized
asset accounts or the cost account under the current Sal aries and
Expense (S&E) appropriation. For those |ocations which do not
have a Controller, all references to the Controller in this
Program Statenment shall refer to that enpl oyee responsible for

t he budget and accounting operation.

2. PROGRAM OBJECTIVES. The expected results of this program
are:

a. B&F projects will be closed efficiently.

b. Accountability of Bureau assets will be maintained through
tinmely capitalization of B&F Project expenditures.

3. DI RECTI VE RESCI NDED

PS 2043.01 Bui l dings and Facilities Projects Cosure
(3/5/97)

4. STANDARDS REFERENCED

a. Anerican Correctional Associ ati on Foundati on/ Core Standards
for Adult Correctional Institutions: C2-4017

b. American Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4032

c. Anerican Correctional Associ ati on Foundati on/ Core Standards
for Adult Local Detention Facilities: 3- ALDF- 1B- 05

d. Anerican Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: C2-5026
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e. Anerican Correctional Association 2nd Edition Standards for
Adm ni stration of Correctional Agencies: None

5. CLOSI NG B& PRAJECTS. To close a B&F project, it nust be
reported as 100 percent conplete, that is, all construction,
deliveries, and/or cancell ations have been conpl eted, and no
addi tional obligations including salaries wll be incurred
agai nst the project. The Facility Manager, who is responsible
for nonitoring the open obligations for B&F projects, shal
submt a "Request for Financial C oseout” nmenorandumto the
Controller.

O fice of Financial Managenent (OFM staff shall then conduct a
review of all open obligation docunents and take the appropriate
steps to ensure paynents are processed and accounts payabl e
anounts are |liquidated. All open obligations for the project
shall be cleared within 60 cal endar days of receiving the
"Request for Financial C oseout” nmenorandum

Wthin five working days after the receipt of all necessary
docunent ati on and reports (100.73, Cost by Project; 100. 45,

Proj ect Summary; and Request for Financial C oseout), the
Controller shall submt to the Regional Conptroller a "Request to
Cl ose a B&F Project” nmenorandum detailing the financial status of
the project. Attachnent A is a sanple nmenorandum that contains
all the necessary data that should be forwarded to the Regional
Conmptrol l er when requesting to close a B&F Project.

The Conptroller shall review the financial records to verify that
all obligations have been |iquidated and obtain an

"All ot ment/ Pl an Revi sion Request” fromthe Regional Facilities
Adm ni strator indicating the disposition of any unobligated funds
to be contra-allotted during the next allotnment cycle. If there
are no funds to be contra-allotted and no further action is
necessary, the Conptroller shall approve the "Request to Close a
B&F Project” and return it to the Controller wthin tw weeks of
receiving the Controller’s request. However, if there are

unobl igated funds remaining to be contra-allotted, the
Comptrol l er shall approve the “Request to Close a B& Project”
within five working days of receipt of the contra-all otnent.

Upon approving the “Request to Close a B& Project,” the Regional
Comptrol l er makes the final determ nation whether to capitalize
or expense the cost of the project.

Upon recei pt of an approved “Request to C ose a B&F Project,” the
Controller shall forward a copy to the Facility Mnager and
ensure the appropriate accounting entries described bel ow are
recorded in the accounting systemw thin five working days after
t he approved request is received. The allotnent transaction
shal | be processed in the same nonth the Regional Ofice contra-
all ots the unobligated bal ances.
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The follow ng entries nust be nade to Cl ose B&F Projects:

a. Make an 04 Transaction to close the work-in-progress
account for the project anount taken fromthe 100.73 report.
Appr o. Ref . No. C D Sch. # Dr. Cr. Amount
X300 000000 N CLSr** 610. 6 190.0 XXX, XX
or
X900

(*** represents the project code)

b. Mke an 11 Transaction to contra-allot the unobligated
bal ance.

Appr o. B/ A CC Proj ect Anmount
X3 or X9 2 or 3 334 * k% XXX, XX Cr.

c. Mke an 08 Transaction to record the transfer of
capitalized and non-capitalized assets (other than capitalized
equi pnment previously transferred) to the S& appropriation.

Appr o. BPA CC PMs Proj. S/ O Armount
2 P 334 400 000 XXXX XXX, XX

Li sted bel ow are the sub-objects used to record 08 transactions
and general |edger accounts affected:

Sub- obj ect G L Accounts Affected
d ass Debi ts Credits
3201 890.0 - 210.0 811.4 - 610.3
3202 890.0 - 211.1 811.4 - 610.3
3203 890.0 - 212.1 811.4 - 610.3
3205 890.0 - 213.1 811.4 - 610.3
3207 890.0 - 211.2 811.4 - 610.3
3208 890.0 - 212.2 811.4 - 610.3
3903 880.0 610. 2

The 08 entry records the asset value and total cost of the
cl osed project, |less previously transferred anmounts, to the
current year S&E appropriation.

6. CAPI TALI ZI NG B&F PROQIECTS W TH OPEN OBLI GATIONS. (Refer to
Section 8 of this Program Statenment for procedures regarding
Z-projects.) |If open obligations cannot be cleared within 60

cal endar days of receipt of the “Request for Financial C oseout,”
the Controller shall submt a nenorandumto the Regi ona
Conptrol ler detailing the status of all remaining obligations and
the actions being taken to clear them The Conptroller shal

make a determ nation whether to allow additional tine to clear

t he open obligations or request the establishnent of a “Cl ains
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Resol ution Project” for the remaining obligations. oligations
shall be transferred to a “Clains Resolution Project” only when
there is a pending claimagainst a project and it is determ ned
that an extended period of time will be required to resolve the
claim

When additional tinme is granted, the Regional Conptroller shal
notify the Regional Facilities Adm nistrator. The institution
Controll er shall update the Regional Conptroller every 30

cal endar days on the status of open obligations until they are
cl ear ed.

When establishnment of a “Clains Resolution Project” is requested,
the Conptroller and Regional Facilities Adm nistrator shal

submt to the Chief, Facilities Managenent Branch, a joint

menor andum detai l i ng the circunmstances surroundi ng the

out standi ng obligations, including the nature of any clains.
Facilities Managenent staff shall review the docunentation,
determine if the outstanding obligations fit the criteria, and
establish a “Clains Resolution Project.” A separate “C ains
Resol ution Project” nunmber will be established for each approved
request .

Once a "Clains Resolution Project"” is established, the Region
shal|l transfer funds fromthe original project to the "C ains
Resolution Project." The Controller shall ensure that
obligations associated with the claimare transferred to the
"Clains Resolution Project.” Wthin five working days after the
out standi ng obligations have been transferred to the "C ai ns
Resolution Project,"” the Controller shall submt to the
Conmptroller, a "Request to Close a B& Project” nmenorandum for
the original project.

Wthin five working days after the clains are resolved and al

out standi ng obligations have been cleared and all necessary
docunents and reports are received (100.73, Cost by Project;

100. 45, Project Sunmmary; and all other docunents closing out the
clainms), the Controller shall submt to the Regional Conptroller
a "Request to Cose a B&F Project” nmenorandumfor the "C ains
Resol ution Project."

Wthin two weeks, the Regional Conptroller shall approve or deny
the “Requests to Close a B& Project,” and forward it to the
Controller if there are no unobligated funds to contra-all ot;

ot herwi se, the Regional Conptroller shall approve or deny the
request within five working days of receipt of the contra-
allotment. Wthin five working days after the receipt of the
approved request, the Controller shall ensure the appropriate
accounting entries required to close the project and record the
asset value and total cost of the project to the current year S&E
appropriation are recorded in the accounting system In
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addition, the depreciation schedule nust be adjusted to reflect
the additional capitalized property to be depreciated over the
remaining life of the property.

The Regi onal Conptroller is responsible for ensuring institutions
are closing projects pronptly and accurately. The Regi onal
Conmptrol l er or designee shall contact institutions that have not
made the required accounting entries to close projects within the
specified tinme franme, to ensure the approval for closure has been
received by the institution, and to provi de assistance in
recording the accounting entries, if necessary.

7. CLOSI NG B&F PROJIECTS I N THE ACCOUNTI NG SYSTEM The Regi ona
Comptroller, within five working days after approving the
"Request to Close a B&F Project,"” shall prepare and forward to
t he Chief, Finance Branch, a "Project B&F Table File Update"
(Tabl e 12) nmenorandumto close the project in the accounting
system Wthin five working days of receiving the table file
updat e, Finance Branch staff shall performthe necessary
functions to close the project in the accounting system

8. CLOSI NG B&F ACTI VATI ON PRQJIECTS. The Central O fice controls
B&F projects for construction of newinstitutions (Z-Projects).
The Design and Construction Project Manager is responsible for
nmonitoring the open obligations for Z-Projects.

The Chi ef, Design and Construction Branch, shall submt a
menmorandumto the Central Ofice Controller stating the project
has reached final conpletion and the Bureau has taken possession
of the facility. Wthin 30 cal endar days of receiving the

menor andum the Central O fice Controller shall submt a

menor andumto the Chief, Finance Branch, requesting approval to
capitalize current expenditures against the project. Finance
Branch staff shall then review the financial records for the
project. |If no further action is necessary, the request shall be
approved and returned to the Central Ofice Controller, who shal
ensure the appropriate accounting entry is recorded in the
accounting systemto close the expenditures in the work-in-
progress account.

The Chi ef, Finance Branch, shall informthe appropriate
accounting station of the approval to capitalize project
expenditures and provide the accounting entries necessary to
record the current asset value to the current S&E appropriation.
Once the project is reported as 100 percent conplete, the Chief,
Design and Construction Branch, shall submt a "Request for

Fi nanci al C oseout” nenorandumto the Central O fice Controller
Upon recei pt, OFM staff shall conduct a review of all open
obligation docunents and take the appropriate steps to ensure
paynents are processed and accounts payabl e anmobunts are
liquidated within 60 cal endar days.
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After all open obligations have been |iquidated, the Central
Ofice Controller shall submt a "Request to Close a Z-Project”
menor andum for concurrence and approval through the Chief,
Construction Contracting, and the Chief, Facilities Resource
Managenent .

The Chi ef, Finance Branch, is responsible for approving all
"Requests to Close Z-Projects.” Upon receiving a "Request to
Close a Z-Project," containing the necessary concurrences for

cl osure, Finance Branch staff shall review the financial records
to verify that all obligations have been liquidated. If no
further action is necessary, the request shall be approved and
returned to the Central Ofice Controller.

Upon receiving the approved "Request to Cose a Z-Project,"” the
Controller shall forward a copy to the Chief, Design and
Construction Branch, and ensure the appropriate accounting
entries to close the project are recorded in the accounting
systemin the sanme nonth the approved request is received.

The Chi ef, Finance Branch, shall informthe appropriate
accounting station of the project closure and provide the
accounting entries necessary to record the additional asset val ue
and total cost of the closed project to the current year S&E
appropriation. In addition, the depreciation schedul e nust be
adjusted to reflect the additional capitalized property to be
depreci ated over the remaining life of the property. Once all
closing entries have been recorded in the accounting system

Fi nance Branch staff shall prepare a "Project B&F Table File
Updat e" menor andum and cl ose the project in the accounting
system

9. MIULTIPLE LOCATI ON PRQJECTS. Project codes shall be assigned
to individual |ocations whenever possible. |If it is necessary
for nore than one location to incur obligations against the sane
proj ect code, consideration shall be given to establishing one

| ocation as the primary accounting station responsible for the
project. This location shall be allotted all project funds and
ot her locations using the project shall be required to bill the
primary accounting station via the On-Line Paynent and Col |l ection
System for any expenditures incurred against the project.

If it is not practical to establish a single |ocation as the
primary accounting station for a nmultiple |ocation project, and
operating plans are allotted to nore than one |ocation, the

Regi onal Facilities Adm nistrator shall be responsible for

nmoni toring obligations against the project and for submtting the
"Request for Financial Coseout"” to the Regional Conptroller when
the project is conplete.

Upon receiving a "Request for Financial O oseout” for a multiple
| ocation project, the Conptroller shall verify that al
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out st andi ng obl i gations have been |iquidated and prepare a
"Request to Close a B&F Project"” for each accounting station
using the project. The request shall detail the accounting
entries required to close the project and capture the costs of
the closed project in the current year S&E appropriation.

Once all required accounting entries have been entered into the
accounting system the Regional Conptroller shall prepare a
"Project B&F Table File Update" nenorandumto close the project
in the accounting systemand forward it to the Chief, Finance
Br anch.

10. CAPTURI NG NON- CAPI TALI ZED B&F COSTS. The B&F funding is
provided for certain institution maintenance costs (i.e.,
utilities, training, travel) and Regional and Central Ofice

sal aries that are not associated with the construction or
renovation of a particular Bureau facility. These costs nust be
captured, as explained below, in the S&E appropriation in effect
when the obligations were incurred. Regional Facilities

Adm ni strators are responsi ble for nonitoring obligations against
these projects for their respective Regions. The Chief,
Facilities Resource Managenent, Central O fice, is responsible
for nonitoring salary obligations for Central Ofice B&F
positions.

a. Expenditures for institution nmaintenance costs funded by
the B&F appropriation shall be Iiquidated by the end of the first
quarter of the followng fiscal year. Once all obligations have
been liquidated, the Regional Facilities Adm nistrator shal
submt a "Request for Financial C oseout” nmenorandumto the
Regi onal Conptroller. The Regional Conptroller shall then verify
that all open obligations have been |iquidated and notify the
Controller of each facility of the proper accounting entries to
capture these costs in the S&E appropriation. In addition, the
Regi onal Conptroller shall ensure that all unobligated bal ances
are contra-allotted and submt a “Project B& Table File Update”
menor andumto the Chief, Finance Branch, to close the project in
the accounting system

b. Expenditures for B&F salaries shall be captured in the S&E
appropriation by the end of October of the follow ng fiscal year.
The amount captured shall be the total salary expenditures for
the fiscal year. Projects for B&F salaries shall remain active
for multiple fiscal years, therefore a table file update to cl ose
the project in the accounting systemis not required.

C. Li sted below are the entries necessary to Capture
Non- Capitali zed B&F Costs:

(1) An 04 Transaction is required to close the work-in-
progress account for the project anount:
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Appr o. Ref . No. C/ D Sch. # Dr. Cr. Anmount
X300 000000 N Cose 610. 6 190. 0 XXX, XX

(2) An 08 Transaction is required to record the transfer of
non-capitalized resources procured under the Buil dings and
Facilities appropriation to the S&E appropriation:

Appr o. B/A CC PMS Proj. S/ O Armount
2 P 334/339 400 000 3903 XXX, XX

\ s\
Kat hl een M Hawk
Di rector
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MEMORANDUM FOR ., REG ONAL COVPTROLLER
Regi on
FROMV , Controller
Federal Correctional Institution, (Locati on)
SUBJECT: Request to Cl ose B&F Project *** _(Project nane)
Initial Al otnent $

Suppl enment al Al | ot nent

Al l otments From Ot her Projects

Al lotnments To O her Projects

Tot al $

Net All otnent Available (from 100.45 report)

Total Obligations Incurred (from 100.45 report)

Unobl i gat ed Bal ance to be Contra-Allotted (from
100. 45 report)

Li st and Val ue of Inventory not Uilized

Recommendation for Disposition of Inventory not Uilized

Entry to C ose Account (amount equals total cost on 100.73
report): 04 batch

X300 610. 6 Book Val ue—€apitalized Asset
190. 0 Construction—Wrk in Progress

Entries to contra-allot totals fromproject and financial plans
(11) for B&F, establish cost and asset value in S&E (08); the 08
batch anount is the total project cost |ess any capitalized

equi pnent which was previously transferred to the S&E
appropriation.

Batch Appr DU CC PMVS Pr oj Subobj 1/ G Anpunt
08 2 P 334 * k% 000 * ok ok Y
11 X3 2 334 * k% Cr
or or
X9 3
, Approved

Regi onal Conptroller Dat e



